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Grant a Third-Party Access to View  
Your Student Record 

 

1. Access your Profile 

Click on the person icon or picture at the top right of the Workday homepage. 
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2. Click "View Profile" 

Select View Profile from the popup. 

 

3. Click "Personal" 

Select the Personal menu. 
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4. Click "Friends and Family" 

Select the Friends and Family tab. 

 

5. Click "Add" 

Begin the process by selecting "Add. 
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6. Enter Relationship Type 

Select the relationship of the person to you from the dropdown. 

 

7. Check the box 

Check the "Is Third Party User" box to generate an account for the user. 
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8. Enter Name 

Enter the person's name. 

 

9. Click "Contact Information" 

Select the Contact Information tab. 
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10. Click "Add" 

Click add for Email. You can enter other contact information as well, but an email is required to 
create a third-party account. 

 

11. Enter Email 

Enter the email and select if it is a Home or Work email. 
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12. Click "OK" 

Click OK to submit. You will receive a warning message reminding you there is an additional step to 
complete the third-party set up. 

 

13. Click "Done" 

Click Done to return to your profile to complete the final steps. 
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14. Click "Actions" 

Click the Actions button on the right side of the screen and select Manage Permissions for My Third 
Party. 

 

15. Click "OK" 

Confirm the action by clicking "OK. 
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16. Select What to Share 

Check the Allowed box for anything you want to give the third party access to. If you do not want a 
third party to access any of the items on this page, do not check the box. 

 

17. Click "OK" 

Clicking "OK" to submit. 
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18. Confirm Request 

Enter a reason for the request and check the box to confirm the action. 

 

19. Click "Submit" 

Finalize the process by clicking "Submit. You can edit this access at any time by returning to 
Manage Permissions for My Third Party. Your third party will receive two emails from 
marymount@workday.com with the subject "Third Party Access to Student Account". The first email 
will have their user ID and the second will include the login link and a temporary password. Please 
notify them to expect these emails as the password will expire if it is not used within a few days. 

 


